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Questions? 
 

Contact: 
WorkLenz USDA PMO 
pmousda@metier.com 

202-965-9500 
877-965-9501 (toll free) 
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Analyzing an Exhibit 300 in WorkLenz 

 
This WorkLenz guide outlines the process for analyzing an Exhibit 300 in WorkLenz.  
This includes reviewing Exhibit 300 answers and analyzing the scores using the Exhibit 
300 Scoring Report.  Use this guide in conjunction with the WorkLenz Version 4.5 
Training Guide to learn about project portfolio management in WorkLenz. 
 
Before beginning, below is an overview of the taxonomy, or structure, of United States 
Department of Agriculture (USDA) data in WorkLenz.  This structure will help you identify 
the appropriate level in WorkLenz at which to find your investments. 
 

Portfolio level in WorkLenz U.S.  Department of 
Agriculture 

Program level in WorkLenz Agency Offices 
Project level in WorkLenz Investments 

 
 
Accessing WorkLenz 
 
WorkLenz can be accessed at http://worklenz.usda.gov.  Log into WorkLenz using your 
assigned login and password.  Your login is the first initial of your first name and your 
last name.  For example,  

   
Name:  Brenda Smith 
Login:  bsmith 

 
Your initial password is ‘password1.’  You will be prompted to change your password 
after logging in for the first time.   
 



 
 

4 
 

3222 N Street, N.W., 5 th Floor, Washington, DC  20007 
T 202.965.9500       F 202.965.7600 

www.metier.com  

Navigating to the Assessment 
 

1. After logging in, the splash screen will be displayed for a few seconds and you 
will be taken to the portfolio summary screen (Figure 1).  Click on the project icon 
to view the project list screen. 

 

 
Figure 1 
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2. Select an investment by clicking on the investment name.  You will be directed to 
the project summary screen for that investment (Figure 2).  Click ‘Admin’ in the 
Actions bar. 

 

 
Figure 2 
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3. From the administration screen (Figure 3), click the ‘Assessments’ link to view 
the assessment list screen.  WorkLenz uses assessments to create 
questionnaires about projects.  The Exhibit 300 is one of many assessments 
available in WorkLenz. 

 

 
Figure 3 
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Assessment List Screen 
 

4. The options with the Exhibit 300 assessment are as follows (Figure 4). 
a. Answer:  Allows editing of the answers of the Exhibit 300 
b. Version:  Creates a carbon copy of the current “view” (using the “Date last 

Scored” field) of the assessment.  Note:  only one Version can be taken 
per “Date Last Scored.” 

c. View:  Opens an uneditable copy of the Exhibit 300 in the following 
formats:  standard HTML (reader/printer friendly), OMB XML, FOIA 
HTML. 

d. Download:  Downloads the “View” copy of the Exhibit 300 directly to a 
path you specify. 

 
 

 



 
 

8 
 

3222 N Street, N.W., 5 th Floor, Washington, DC  20007 
T 202.965.9500       F 202.965.7600 

www.metier.com  

Figure 4 
 
5. Click on “Answer” to edit the Exhibit 300. 
 
 

 
 

 
Navigation 
  

6. Using the “View” option in the toolbar (Figure 5), you can navigate to various 
sections in the Exhibit 300.  In addition, there is a “Top” and “Bottom” function 
that will take you directly to the top of the assessment and the bottom of the 
assessment.  The icons next to each of these functions exists in the toolbar also.   

 

Figure 5 
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Functionality 
 

7. The functionalities under “File” (not shown in screenshots) include “Store 
Assessment Answers”, saving the changes made in WorkLenz, and “Exit,” 
allowing you to return to the Assessment List screen. 

 
 
 
8. The functionalities under “Tools” are the following (Figure 6): 

a. Score Now:  Run a series of algorithms that provides a preview of the 
score OMB and OCIO will provide to the investment.  Note, you must 
Store Assessment Answers prior to validating. 

b. Validate:  Assure the data (answers to each question) is in the proper 
format for submission to OMB.  Note, you must Store Assessment 
Answers prior to validating. 

c. View Results:  Provides an HTML or XML version of the Exhibit 300 
business case.  Note:  HTML output converts the answers to text format 
answers; therefore, paragraph tabs and special characters are stripped 
out.  All the information will still appear in its original format to OMB. 

d. Download Results:  Allows a download of the Exhibit 300 in the HTML 
and XML formats directly to a computer. 
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Figure 6 
 
 
 

Editing Features 
 

Exhibit 300 Questions:  There are three types. 
 

Fixed Answer:   
Select an answer from a dropdown list (Figure 7).  If the question that 
follows is dependent upon the previous question, it will allow you to 
answer or grey out the question accordingly. 
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Figure 7 
 

Essay Format:   
Open-ended questions that allow an essay formatted answer (Figure 8).  
Each text field has a scroll bar on the right hand side allowing navigation 
of the entire answer.   
 
In addition, there are a number of formatting options for the text including:  
font color, highlight and size options, bold, italic and underlining options, 
right, left and center alignment options, ordered and non-ordered bullets 
and indentations.  
 
Hovering over an icon in the toolbar will display the function of that icon. 
 

Figure 8 
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Tables:   
 

Table functionality and navigation:   
1. There are a number of options to navigating the tables (Figure 9).  The 

scroll bars on the right and bottom sides of the tables allow you to view 
very long tables.  To enter a table, single click on the desired cell and a 
table cell will highlight.  Navigation mode highlights the selected cell with 
a light background.  To navigate, you may use the tab and shift + tab to 
move to the cells right and left respectively.  You may also use the arrow 
keys to move up, down, right and left.   

 

Figure 9 
 
2. There are a number of functionalities to customize the tables.  Columns 

may be resized by clicking on the column divides in the headers with the 
mouse and dragging them to the desired size.   
 
New rows may be added or deleted by two methods (Figure 9):   

a. Number area:  The number of rows in the row box is the number 
of rows in the table.  Entering a higher number and clicking the 

refresh icon  will add rows to the bottom of the table.  Entering 
a lower number and clicking the refresh icon will  

b. Addition/Deletion icon:  Clicking on the row addition icon  adds 
a new row to the bottom of the assessment only.  New rows 
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cannot be inserted in between two existing rows.  Select the row 
you want to delete by clicking on the grey area to the far left of the 

data row.  The far left cell will turn from  to .  Click the 
delete row icon  in order to delete the row.   

 
Data entry:   

3. There are two methods for entering data into tables: 
a. Direct entry (Figure 10):  This method allows you to enter data 

directly into cells throughout the data table.  To edit a cell, double 
click on the cell or begin typing into the cell.  The cell will go from 
highlighted to not highlighted. 

 

 
Figure 10 
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b. Form data entry (Figure 11):  This method allows you to enter the 
data for an entire row into a popup form.  To enable the form, click 
on the edge of the row you want to edit and click again on the row 

edit icon  on the selected row.  A form will pop up with an entry 
field for every column on the selected row (highlighted).  Click on 
each entry field to edit the data.  Fields that appear with dropdown 
lists only are enumerated values and you may only select from the 
values provided.  Other fields are data specific (such as dates and 
monetary fields) and will only allow data to be entered in a specific 
format required by OMB.  Click OK to save the data to the row. 

 

 
Figure 11 

 



 
 

15 
 

3222 N Street, N.W., 5 th Floor, Washington, DC  20007 
T 202.965.9500       F 202.965.7600 

www.metier.com  

The FY2007 Exhibit 300 Scoring Report 
 

1. Click the ‘Reports’ link in the utility menu (Figure 10) to launch the Report Center.  
This menu is available on the splash screen (the first screen seen after logging 
in) or the upper right hand corner summary screens. 

 

 
Figure 10 

 
2. The Report Center will open in a second browser window.  The FY2007 Exhibit 

300 Investment Scoring Report is available at the Project level only. 
   
 

Figure 11 
 

3. Expand the ‘Performance’ link and the ‘Custom USDA’ link to select the FY2007 
Exhibit 300Scoring Report (Figure 12).  

a. Project level – Select a program office and an investment and 
click ‘work forward.’ 

 
Figure 12 
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4. The report provides general information about the investment selected (not 

shown in the screenshot).  Following this, the report provides a scoring range for 
each section based on the Exhibit 300 pre-scoring algorithms.  This is not the 
final score of OMB but a prediction of what OMB will provide based on the 
answers to the questions in the Exhibit 300.  For each section, improvements 
based on the answers to the section questions are provided.  Each improvement 
references a specific question (Figure 13).  The report finishes with an estimated 
overall investment score range.   

 

 
Figure 13 

 
  
  
 


